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Preface

One of the most important products from university graduate programs is highly qualified
professionals. Ultimately, student success is one measure of a university’s academic quality.
But another measure of academic quality is the institution’s online continuous display of
ETDs. This display is a public picture of content and style representing the students and
their university. Thus, ETD administrators are tasked not only with the format reviews
but also the continuous improvements in all aspects of the ETD workflow to ensure the
integrity of their institutions’ public-facing ETDs.
To facilitate the plenary discussion about ETD formatting and reviewing for different
sized institutions at the USETDA Conference, each chapter of this manuscript, except for
one, provides a brief ETD administrator sketch of their university ETD formatting and
review process that produces varying numbers of ETDs per year. The additional chapter,
provided by the Overleaf panelist, describes how the Overleaf free tool-set can support the
ETD formatting and review process.
This information along with a Q & C survey (Questions and Comments) is available
to all USETDA conference registrants prior to the conference for their questions and comments. Asking questions or providing as many comments as possible prior to the panel
discussion will help to make this program a successful event.
We invite you to consider the following questions and thoughts as you review the
information:
• Is ETD capacity tied to ETD process management, or is it only tied to the human
financial support of these programs?
• Does your university consider its ETD formatting and review process to be an asset
or a liability?
• How is your ETD program organized?
• How well is your review process working?
• Do you have enough support relative to reviews and reviewers to produce highquality and reader functional digital manuscripts?
• How do the campus-wide stakeholders coordinate their efforts to assist students and
faculty with ETD creation, formatting, and review?

iv
• Does your university invest in innovative ETDs?
• Is the quantity of ETDs produced inversely proportional to quality?
• What criteria should we consider in efforts to improve styles (formatting) and reader
functions?
• What role should ETD administrators play in improving the universities’ ETD products?
Collecting ETD formatting and reviewing information allows administrators and institutional ETD stakeholders to examine different university methods, and question, comment,
or make suggestions. By actively participating in this panel discussion, we hope you will
be better equipped to provide constructive advice with documented examples to your own
stakeholders and for your own ETD programs.
This manuscript will be expanded after the 2022 USETDA conference to integrate
gaps brought up during the plenary discussion. Subsequently, each of the initial chapters
in this manuscript will be finalized as the first version of this e-book to recognize the
original authors’ contributions. It is our intention that this e-book will be presented as an
open project. After the first version has been published, we invite ETD administrators and
universities to participate in this project by submitting a chapter about their own practices.
This e-book will be constantly evolving as contributions are accepted and authors’ updates
are provided annually.
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Chapter 1
The University of Tennessee Health Science Center
(UTHSC): ETD Formatting and Review Process

Author: Larry Tague, ETD Program Director and Assistant Dean for Academic Affairs, College of
Graduate Health Sciences (CGHS)

This chapter is an abbreviated overview of the UTHSC ETD formatting and review process
to support the USETDA plenary panel discussion "ETD Formatting and Reviewing: Hot
Topics and Questions".
All ETDs processed for UTHSC are managed through the College of Graduate Health
Sciences (CGHS). Currently, the CGHS processes approximately 30-50 ETDs per year. Our
ETD Repository is managed by the UTHSC Library’s Archivist and Special Collections
Librarian via Digital Commons (Elsevier) .
As you peruse the UTHSC overview along with the other ETD formatting and reviewing overviews, please take note of questions and comments you have for our USETDA
plenary panel and add them to this Pre-Panel Q & C Survey (Questions and Comments).
Questions or comments prior to the panel discussion will assist in making this a more useful
event. This Q & A Survey link is also available at the beginning of all formatting and review
Overviews, but please collect all of your questions and comments for all overviews you
peruse before responding to this survey. Thanks for your assistance.

1.1

Evolving Theses and Dissertations on the UTHSC Campus: A
Brief History

After one year (1996-1997) of evaluating the potential for an ETD program, ETDs became
optional in 1998, and two ETDs were posted (1998) to a web server https://etd.uthsc.edu
hosted by the Department of Physiology which was retired in 2016. Today, for legacy readers,
that same address now forwards to our UTHSC Digital Commons Institutional Repository
(IR) address.

Chapter 1. The University of Tennessee Health Science Center (UTHSC): ETD
Formatting and Review Process
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Figure 1.1: UTHSC ETDs Processed Per Year.

During the past 23 years the number of ETDs that we process per year has varied
from 0 to about 50; see Figure 1.1. Note in this figure that the number of ETDs began
increasing a year before (2007) they became mandatory (2008), and the number of ETDs
remained constant for several years. The number of ETDs began decreasing at the same time
the university began moving many of its Master’s degree programs to Program Projects
with capstone papers. Since we are only halfway through 2022, we may see as many as 40
ETDs in 2022. This increase in ETDs may be the result of a continuing increase in the number
of graduate students. In 2007, we started requiring ETDs to be single-spaced documents. In
May 2008 the Library stopped accepting paper copies.

1.1.1

Tools history

Tools for creating ETDs and formatting have also evolved. A Microsoft Word template
was developed in 2009 to help alleviate many common formatting errors, and with minor
edits, and an updated version is still being used. Even though the Word template was
an improvement, the lack of transparency relative to Word’s hidden code, along with
student template management issues, have been a continuing problem. Hence, in 2018
we subscribed to Overleaf and created our own LaTeX template based on LaTeX code
originally created by Steve R. Gunn and modified into a template by Sunil Patel (http://

Chapter 1. The University of Tennessee Health Science Center (UTHSC): ETD
Formatting and Review Process
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www.LaTeXtemplates.com/template/masters-doctoral-thesis) to better assist students
with formatting and document organization.

1.1.2

Review process history

Our review process has also evolved over time. Until 2009, student ETD reviews were not
limited by either the number of reviews or the total time needed. At the Dean’s request, for
more than a year we documented ETD review and administrative time for every ETD. From
this data, the average time needed for each ETD plus a little extra was 12 hours. Students
were informed that any review time needed past 12 hours would be their responsibility to
secure private review at their expense. This policy is still in place and has worked well.
At one time, we had a review manager and as many as three reviewers, but with
reduced student numbers, improved student training, better review strategy/policies, and
added tools, we now have only one primary reviewer; our review manager. Processing
ETDs from conception to acceptance "takes a village".

1.2

Administrative ETD Relationships and Process-Flow

Figure 1.2 illustrates our ETD stake holders and collaborators on and off campus. The
task listed for the ETD Program Director and the ETD Review Manager under the Thesis/Dissertation Program constitutes 90% of all activities associated with ETDs. ETD
functions between the Thesis/Dissertation Program and the Graduate Program Services
is coordinated through the Checklist (Figure 1.3) in our ProQuest (Collaborator) Administrative account. Graduate Program Services manages and provides checkoff approval
for non-ETD graduation requirements while the Thesis and Dissertation Program provide
checkoff approval for everything associated with the ETDs. Once all requirements have
been checked off the Assistant Dean for Academic Affairs sends an email signifying that
the student is approved for graduation. Recipients of this email includes the student, all
graduate college Deans, advisor, the Registrar’s office (for diploma preparation), the Library,
and the ETD Review Manager. The Dean then certifies the student’s graduation. The month
and year of this final approval is the date placed on the bottom of the ETD title page rather
than the ceremonial date of graduation. The Assistant Dean for Academic Affairs then saves
a copy of the student’s ETD (pdf), the Declaration of Authorship, a file of proper names
and degrees for the student’s advisor and committee members, any supplemental data, and
if Overleaf LaTeX was used, a zip file of these transactions to university cloud storage. In
addition, the ETD in PDF/A-1b format along with all metadata are uploaded to ProQuest
publishing with appropriate embargo if needed. The Assistant Dean for Academic Affairs
then enters all metadata along with the abstract in and Excel spreadsheet shared with the
Archival Librarian for transmission to Digital Commons for inclusion on our Institutional
Repository.
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Students Matriculate Each
Year

New ETD students are
introduced to the ETD
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good ETDs and how to
analyze their
utilization

ETD Students enrolled
into Blackboard (ETDLP)

Students Sorted

MS Students
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not require ETD
formatting
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ETD students shift their focus to
course work and research

Figure 1.4: Matriculation: Introducing Students to the ETD

1.3
1.3.1

ETD Formatting and Review Process Training
Beginning with matriculation

Incoming students who must provide an ETD are introduced to our supported tools for
ETD creation, formatting, reviewing, and archival. The flow chart shown in Figure 1.4
illustrates the student ETD introductory process during matriculation.
Originally, the introduction of the ETD process for new students was accomplished
by a live presentation which was recorded and moved to the Bb ETDLP, but the "live
presentation" is being phased out for a recorded session that provides more detail and it is
not limited by time. The recorded video is posted on the Blackboard ETDLP course site,
but will soon be moved to the MST ETDLP. This will change the purpose, format, and time
needed for the "live presentation" during matriculation.
Students are also presented with an approximate ETD process timeline (Figure 1.5
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Figure 1.5: An Approximate ETD Process Timeline for Ph.D. Students

Our ETD training includes instruction for both a MS Word Template and an Overleaf
LaTeX project template. Template exercise training for Word and LaTeX is more than training
to use software tools. This training includes the review process relative to recognizing
formatting errors; hence this process includes format training by example. These exercise
templates include about 90% of the most common discrepancies that we see when reviewing
ETDs. Once located, students must execute the proper solution to each problem. Students
who follow directions and complete as many corrections as possible rarely have issues with
their own manuscripts.
The following flowcharts and descriptions of our training process provide overviews
of the ETD training post matriculation which includes Blackboard, MST, and LaTeX resources.

1.3.2

Blackboard (Bb) training resources and suggested student flow

Even though Bb was initially used for exchanging ETD review process documents only; due
to email attachment size limitations at that time, the utilization Bb resources has evolved
for training. All ETD training was initially F2F via ETD workshops; first "talking-head"
presentations and later computer hands-on how-to workshops, but that changed to include
Bb as a training resource center which now includes a variety of training videos as well as
textual formatting and processing information. Figure 1.6 illustrates the sequential relationship between our training resources. Note that the first two segments of this training
flow involve activities associated with Bb. All ETD students are asked to download two
documents located at the top of the homepage for the Bb electronic thesis and dissertation
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learning portal (ETDLP). These two documents provide the student with a current sequential list for navigating the ETD process and the graduation policy statement that includes
major annual graduation deadlines. The second flow segment in this figure directs students
to follow a specific training process within this course site. Figure 1.7 shows the step-wise
(1, 2, and 3) training flow for the Bb resource. The time needed for a general overview of
this content; with no interactive utilization, is 1-2 hours. However, interacting in-depth
with all of the interactive components; including email communication, could take 2-3 days,
but much of this time is waiting for responses, configurations, file exchanges, and review
time. If it is close to an ETD submission deadline, ETD exercise template reviews always
come after any ETD manuscript formatting reviews and may take up to five days or longer.

1.3.3

Microsoft Teams (MST) for ETD training and reviews

MST has multiple options for selecting a team design to fit the needs of ETD instruction or
reviews. For ETD instruction/training the "class" configuration is adequate, and for ETD
reviews private channels are created which include the student, the student’s advisor, the
Review Manager, and the Assistant Dean. The rationale for moving our ETD instruction
from Bb to MST is because of enhanced collaborative communication; no direct emails are
needed, and the Class Notebook with assignments is much easier to configure and manage.
For ETD Reviews, private channels(30/Team) have the collaborative conversational post
area along with an area for exchanging ETD files. Unlike Bb, MST allows off-campus faculty
to be included in student private channels without the need for a campus ID and email
address. Figure 1.8 illustrates the MST-ETD flow for instruction. In each Class MST you
begin with one channel "General" configured as an open channel; meaning that all members
of the team can read, reply, and create their own conversations. Additional channels can be
created and configured as needed. Each channel is a group of Team members with a specific
purpose. Team instructors or owners have complete control over channels relative to
membership and permissions For ETD Pre-Mixer instruction, the permission was changed
for the General channel so students could access, read, and reply to existing conversations,
but they could not create conversations. Instructors/Owners use this channel for making
announcements. A separate channel; "ETD Mixer Open Forum Discussions" is created
allowing students to create their own conversations and hold focused discussions. Every
channel has a Post and a Files section. Conversations go into the Post area and files can be
uploaded or created in Files. In an open channel, both students and instructors can create a
variety of file types. With a "Class Notebook" configuration, in the General channel there is
a Files area with a Class Materials folder where instructors can add or create information
(files) that can be accessed by the students, but students cannot create or upload files to this
folder, but they can copy or download files.
Communications
MST Conversations eliminate the need for individual direct email communications. However, any conversation that is directed to either an individual member(s) of the channel or
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to the whole channel membership using the "@" directive will receive an email notification,
and the ability to submit a reply to the conversation. Conversations in Teams are NOT
emails, but rather they are like individual discussion topics where everyone belonging to
the channel sees all of the replies; including the replies coming from an email response. This
communication configuration keeps everything in one area; all conversations and replies.
Note: In private channels, these conversations are also private; open only to the members
of the channel. However, the downside of private channels is the total private channel
limitation of 30 channels per Team and that includes deleted teams. However, deleted
private channels remain recoverable for 30 days and afterward are permanently deleted
reducing the private channel count so that additional private channels can be created. Since
our total number of private channels needed is under 60 per year, creating two Teams
satisfies our needs for a year. If private channels are deleted as soon as they are no longer
being used, one team would probably be sufficient. However, we use two Teams divided
equally between the months of the year for .docx or .pdf document reviews. Each Team can
accommodate up to 10,000 members; making it suitable for our ETD training needs.
Class Notebook
With a Class-type MST, the Class Notebook is the center of instruction. When this notebook
is created, it creates independent notebooks for each student which can be used for sending
customized assignments.
In each area of the Class-Notebook sections are created which hold pages of academic
content (see Figure 1.9). In the past, we created assigned materials as separate sections
within the Content area of the notebook, but in the future, we will be creating a Team for
all instruction and each section will be a separate ETD Mixer(date) with pages holding
the assigned materials. All students who must provide ETDs will be enrolled in this MST
when they matriculate. In this way, all ETD students will have access to all ETD instruction
whenever it was provided. Additional sections will be created to hold content, e.g., Word
templates, ETD exercises, etc. Even though students cannot be compelled to participate
in this instruction, assignments can be given and tracked. Anytime a student wants to
participate in the most recent ETD Mixer as a refresher it will be possible without adding
them to a separate Team. Our plan is to keep two or three recent ETD Mixers available. All
ETD students must attend at least one Mixer

1.4

ETD Formatting and Process Requirements

The basic requirement for formatting is consistency. We have very few must do items
such as the title page, margins, etc. They can use APA, MLA, etc., etc., but what they
must do is be consistent. However, our ETD program is also responsible for the Advisor
and Research Committee’s ETD approval page and its proper formatting as approved by
our legal department. We collect digital approval through password protected Google
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Figure 1.9: MST Class Notebook Configure for Instruction

forms. The ETD program is also responsible for obtaining a Declaration of Authorship from
students with their Advisor’s approval.

1.4.1

The ETD Formatting Guide 1

The Introduction to the Guide describes why formatting is important for both the reader,
the student, and the university. It describes the required training available through the ETD
Mixers; provided two times per year, and in the Blackboard ETD course site (ETDLP). The
Guide mimics an ETD in both organization and formatting so that when a student peruses
the document they are being introduced to the proper structure and style for their own
thesis or dissertation. Subsequent chapters of the Guide are described in broad terms of
structure and function. The majority of formatting information is provided in chapters 2-4,
and in chapter 5 which describes the formatting that is provided automatically when using
the universities templates for Word and LaTeX. The appendices (A-K) in the Guide provides
a list of terms and numerous specific examples of proper formatting

1.4.2

The ETD Review and Approval Process (RAAP) Guide

The ETD RAAP Guide is to be used in conjunction with the ETD Formatting Guide. The
RAAP describes how the student should move step by step through the CGHS format
review cycle to obtain final approval of their ETD. The primary sections from the table of
contents for the RAAP Guide are as follows:
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Introduction, CGHS Graduation Policy for Thesis and Dissertation Students (revised January 2022), STOP: Do You Need an Embargo (i.e., Delayed Release) for Your ET/D?, Overview
of the CGHS ET/D Format Review Process, Pre-Review Requirements, Try to Correct as Many
Discrepancies as Possible When Preparing for CGHS ET/D Format Reviews, Submit Your ET/D
(MOU or DOA) for Review, Review Scheduling, NEW: Everyone Now Needs a Preliminary ET/D
Review (rev1-p), What Happens During an ET/D Review?, How to Use the Reviewer’s Comments,
Note Regarding CGHS’s Final Paperwork Requirements, What Happens During the Final ET/D Review?, NEW: Complete the Online ET/D Process Evaluation, Forms CGHS Must Approve to Fulfill
the CGHS Paperwork Requirements for Your Advanced Degree, The End of the Road—Confirmation
That All Requirements Have Been Met, File Management Steps You Should Take at the End of the
Review Process, What Happens to Your ET/D after Approval?, Finality of the Official Copy, Do You
Want a Printed Copy of Your ET/D?, ET/D Advisory Committee, Appendix A. Introduction to the
ETD Reviews Team (if using Word), Appendix B. Sample Research Advisor and Committee Detail
Template (for ProQuest), Appendix C. Sample Completed Research Advisor and Committee Detail
(for ProQuest), Appendix D. Sample ET/D MOU and Approval Page Template (LaTeX and Word
versions are visually the same), Appendix E. Sample Completed ET/D MOU and Approval Page,
Appendix F. Sample ET/D Declaration of Authorship Template (for LaTeX and Word), Appendix
G. Sample Completed ET/D Declaration of Authorship, Appendix H. CRediT Taxonomy Model for
Contributor Roles
This RAAP Guide as well as the Formatting Guide are designed to mimic an ETD
in both formatting and organization. If students pay attention to the organization and
formatting of these documents they will know a lot about formatting their own ETD.
In many ways, this Guide is an expanded version of the "Sequential List of What
Needs to Be Done to Prepare for Writing the ETD and Getting It Approved" which is in
both our Bb and MST sites. The RAAP Guide was updated Jan. 2022, but our Formatting
Guide is three years old and in need of minor updates. Our refresh cycle for Guides is every
three years.

1.5

The ETD Review Process

As mentioned previously, we have a separate course site in Bb; "ETD Reviews year", that
have been used in the past for reviewing ETDs in private Bb groups. This Bb review site
has recently been replaced by MST review sites. In addition, all of the training resources in
the Bb ETDLP are in the process of being copied/moved into an MST Class Notebook site.
The following schematic, Figure 1.10, illustrates the ETD review flow starting with
the pre-review. Even this flowchart covers the majority of our ETD review steps, it does not
cover the steps for the ETD approval pages or Declaration of Authorship reviews which
includes the creation of Google form; soon to be replaced with Microsoft forms. It also does
not cover the Review manager checks in ProQuest to make sure the abstracts match.
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(Targeting May 2021
Date of
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Revision:
Reviewer
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Guide 1 --- in Bb. She was LT's test in teams but he never let her know so
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7/24/21
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5/6
5/7
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Page Review Admin discrep Requirements
Count
Time
time
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UMI ok -did
online training
Mixer ok

Wd exerc
out
35 discrep -- but good job with large table.
MOU
out
30 min rev -- 45 admin
rev1-p
Sat. - 4 ProQuest, 1 DOA, and 56 ET/D discrepancy types, including 4 of key
issues noted in your ET/D Word Template Exercise. 176 pp. including ET/D, DOA,
& ProQuest. Rev1-p review time – 2.75 hr. Total time 3.5 hr., which includes 75 hr
for the ETD Approval page & PQ review. Time left in no charge period 8.5 hr.
admin time .75. ---needed change to DOA

5/8

out

6/7/2002

rev2

9

0.75

1.00

56

2.75

0.75

156

2.75

0.50

156

2.75

0.75
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2.50

0.75
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Graduation
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General Information

BS - Micro, Immuno,
& Biochem
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6/12
6/14
6/14

6/15
6/16

6/17

totals

Sat - – 2 ProQuest. 17 ET/D discrepancy types listed below for your correction. I
completed 15 review & formatting actions for rev2.156 pp. including ET/D, DOA, &
ProQuest. Rev2 review time – 2.75 hr. Total time 6.25 hr. Time left in no charge
out
period 5.75 hr.
call to me 45 min rev time
rev3
– 2 ProQuest. 2 ET/D discrepancy types listed below for your correction. I
completed 21 review & formatting actions for rev3.156 pp. including ET/D, DOA, &
ProQuest. Rev3 review time – 2.75 hr. Total time 9 hr. Time left in no charge
out
period 3 hr. 45 admin
Note - forgot to add 45 min call. time- put in admin
rev4
late so 6/17
I completed 24 review & formatting actions for rev4.156 pp. including ET/D, DOA,
& ProQuest. Rev4 review time – 1.75 hr.+ .75 call 6/14=2.5 Total time 10.75 +.75
= 11.5 hr. Time left in no charge period .5 hr. 45 admin 2021-009 with no
out
embargo

$4.00

533

Figure 1.11: A Time Management Spreadsheet Example. This is an example
for one student. A separate spreadsheet page is created for each ETD student

1.6

Time management for review Services

Keeping records of ETD review times is important for two reasons: 1) We have a continual
record to adjust our 12 hours of free review time if needed, and 2) It provides a time check
relative to the functions of our contract Review Manager.
An example of our shared (Assistant Dean and Review Manager) spreadsheet is
shown in Figure 1.11 shows the spreadsheet construction and note that there are two
columns collecting time; one for actual review time and the other for administrative time,
e.g., communication with the student. These time columns begin with SH the initials of
the reviewer. After all reviews have been completed, the total review and administrative
times are shown in red at the bottom of the respective columns. These review times can be
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summed for all ETD review over several years to adjust the free review time if needed.
Since the total number of pages reviewed is also collected, we can determine an
average review time per page. If the average review time per page changes significantly
for an individual student, the Review Manager is sometimes asked to explain. However,
depending on the complexity of a document, or the review process, e.g., Word vs. LaTeX,
these times do vary.

1.7

The ETD Advisory Committee (ETDAC) and Its Role in All
Aspects of the ETD Process

Prior to the organization of the ETDAC, the ETD Task Force committee was in place until
about 2010, but this was not a structured committee, and it was unbalanced relative to
student and faculty participation, and did not include the Review Manager. In 2016 the
ETDAC was organized by the Assistant Dean for Academic Affairs (ETD Program Director)
to include an equal number of graduate students and faculty as voting members and a
number of ex-officio (non-voting) members, e.g., the Dean, the ETD Program Director, the
Review Manager, a Library representative, and a representative from the Teaching and
Learning Center (currently without representation). There are two Chairs; one student and
one faculty, and they alternate actively serving as Chair every other month.
The committee bylaws were drafted by ETD Program Director, submitted to the first
committee members for review, and after several revisions voted on and approved. The
creation and purpose of this committee is clearly stated in Article I and II of the bylaws
shown in Figure 1.12.
The ETD Program Director with input from the ETDAC Chairs provide monthly
agendas. Meeting minutes are maintained and all meetings are video recorded. A MST
site has been created where all business and communications for this committee occur (see
Figure 1.13.
When the ETDAC votes to approve major changes in the ETD process, the ETD
Program Director (the Assistant Dean for Academic Affairs) takes these recommendations
to the Graduate Studies Council for a vote of approval before moving them to policy.
Several ETD process and formatting issues gone before Graduate Studies Council, e.g.,
the proposition of moving ETD previously published content with multiple authors from
manuscript body chapters to appendices.
So far, the structure and function of the ETDAC has been very effective and seems to
be well received by both faculty and students.
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Conclusions

This chapter is an overview of the UTHSC ETD formatting and review process for a panel
discussion during the USETDA 12th annual conference. The purpose of this panel is to help
discover formatting and review process differences between different sized ETD programs
based on the number of ETDs processed per year.
The current chapters in this manuscript are precursors to a book that will include
many more universities in addition to the five reporting at this time. This is a book that will
be continually available for updates; a living book, and at predetermined intervals, updated
editions will be downloaded and republished. However, a predetermined interval could be
shortened if additions are made to the book that provides new and useful information.

1.9

Sources

Sources are not included for the purpose of this channel, but will be included as references
in the "book" version.
Created: September 13, 2022
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Chapter 2
ETD Formatting and Review Process: Dissertation and
Thesis Services at George Mason University

Author: Sally R. Evans, Coordinator, University Dissertation and Thesis Services (UDTS) at
George Mason University (Mason; Fairfax, VA)

This chapter is an overview of the UDTS Submission Process at Mason in support of the
USETDA 2022 plenary panel discussion “ETD Formatting and Reviewing: Hot Topics and
Questions.”
As you peruse the GMU overview along with the other ETD formatting and reviewing overviews, please take note of questions and comments you have for our USETDA
plenary panel and add them to this Pre-Panel Q & C Survey (Questions and Comments).
Questions or comments prior to the panel discussion will assist in making this a more useful
event. This Q & C Survey link is also available at the beginning of all formatting and review
Overviews, but please collect all of your questions and comments for all overviews you
peruse before responding to this survey. Thanks for your assistance.

2.1
2.1.1

Background
History of Theses and Dissertations at Mason

George Mason University is a relatively new school. After starting as the Northern Virginia
branch campus of the University of Virginia in 1959, it later became an independent fouryear institution in 1972. The first thesis was submitted the following year, and the first
dissertation was submitted in 1985. With the submission of this first dissertation, Mason
required all dissertations to be submitted to ProQuest; this rule was put in place by the
university at large and is stated in the catalog.
Until the late 1990s, the Thesis and Dissertation review and submission process
was not centralized or standardized. Various staff and faculty members from each college
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and school within the university system were tasked with performing Format Reviews;
formatting rules varied between the colleges and schools themselves; and the colleges and
schools were allowed to collect paper copies of the documents however and whenever they
saw fit, delivering the paper copies to Special Collections and Archives in Fenwick Library
as time permitted. One paper copy was bound at the expense of University Libraries and
shelved; the other was left loose and held in the Archives.
Part of the issue surrounding this arbitrary system stems from Mason’s lack of a
centralized Graduate School. While the university boasts numerous graduate programs,
and the Graduate Council exists to direct policy, there is no Graduate School at Mason at
the time of writing this article (September 2022).

2.1.2

Creation of University Dissertation and Thesis Services

By the late 1990s, the Graduate Council, the Office of the Provost, and University Libraries
realized that their model was not sustainable; with that knowledge, they began to craft
a centralized solution. In 2001, University Dissertation and Thesis Services (UDTS) was
created, and in doing so, the formatting rules, submission requirements, and workflow
were standardized. The first version of Mason’s University Formatting Guidelines was
created. All guidelines, templates, forms, resources, etc. were held on the UDTS website,
thesis.gmu.edu (which is still in existence).
UDTS was established as a part of University Libraries, specifically under Special
Collections and Archives (which made sense at the time, as a loose paper copy of each
document was held in the Archives). The first UDTS Coordinator, Robert Vay, had the
following duties:
• Review and approve the formatting of all theses and dissertations;
• Meet in person with all master’s and doctoral students to inform them of Final
Submission procedures, paperwork, and requirements;
• Meet in person with all master’s and doctoral students to accept final submissions
of theses and dissertations (and all necessary paperwork) by the Final Submission
deadline each Spring, Summer, and Fall semester;
• Sign each student’s Transmittal Sheet (Figure 2.1) and submit it to the Registrar’s
office;
• Collect a completed Survey of Earned Doctorates from each doctoral student and
submit them to NORC;
• Process doctoral students’ ProQuest submissions, entailing the following steps:
– Collect the ProQuest submission form, a CD containing the full text of the, and a
hard copy of each doctoral student’s Title Page and fully signed Signature Sheet;
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– Collect any checks for bound copies, copyright registration, and/or Open Access
publication;
– Send all materials to ProQuest;
• File one loose copy of each document in the Archives.
• Send the second loose copy to the University Bindery.
The following responsibilities are not within UDTS’ purview:
• Reviewing content.
• Checking references;
• Confirming adherence to citation guides (e.g., APA, MLA, IEEE, etc.).
As previous, the bound copy of each thesis and dissertation was held in the stacks and
circulated.
During the calendar year 2001, 226 theses and dissertations were submitted to and
processed by UDTS. All were hard copies.
sectionThe Introduction of Electronic Theses and Dissertations
In 2006, Mason University Libraries created our IR, MARS (Mason Archival Repository Service; mars.gmu.edu). In the Fall 2007 Semester, optional electronic submission of
theses and dissertations was introduced. During the first full calendar year, ETDs were
an option (2008), 319 total theses and dissertations were submitted; 80% of those were
electronic. Over the next few years, an average of 65% of graduate students per calendar
year opted to submit their theses and dissertations electronically. There was no embargo
policy in place, as the electronic submission was optional. Even so, students who chose the
electronic option were still required to submit one unbound paper copy of their theses and
dissertations, to be held loosely in the Archives.
Access to MARS was not limited to persons directly affiliated with Mason; there was
no campus-only option. Once the document became available (either immediately or after
an embargo was lifted), it could be seen and downloaded by anyone with Internet access.
Users did not have to pay or register to view materials within MARS.

2.1.3

Transitioning to Universal Electronic Submission

In 2011, Sally R. Evans accepted the position of UDTS Coordinator, doing so with the
understanding that University Libraries, the Office of the Provost, and the Graduate Council
wanted to transition to universal electronic submission of all theses and dissertations.
Throughout 2011 and early 2012, she gave presentations outlining the many positive aspects
of universal electronic submission to the Graduate Council and individual colleges and
schools within Mason’s system.
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In May 2012, the Graduate Council voted to transition to universal electronic submission of all theses and dissertations. For the remainder of 2012, Evans served on a
subcommittee comprising representatives from all of Mason’s affected colleges and schools,
as well as members of the Provost’s office. The subcommittee was responsible for crafting
an embargo policy.

2.2
2.2.1

Embargo Policy
Original Policy

After considerable research into the embargo policies of other universities, the subcommittee
presented their proposed embargo policy to the Graduate Council in Fall 2012:
• 6-month, 1-year, and 5-year embargo periods;
• Authors could renew embargoes for any of the above stated periods, in perpetuity;
• In order for students to embargo for any period, they had to obtain signatures from
both their committee chair and the graduate associate dean of their college/school.
The embargo would not be put in place without both signatures.
The new ETD and embargo policies took effect in January 2013 and remained in
place until February 2018. Once the document was uploaded to the IR, MARS, it could
not be viewed by anyone until the embargo lifted. There would still be a visible record
of the document in MARS, with the author’s name, the title of the work, and the abstract
immediately visible to any user capable of finding this information, but until the embargo
lifted, the document could not be accessed.
In the record, the Description details the embargo period, and the lock symbol
denotes an embargoed document (see Figure 2.2).
If anyone clicks the “View/Open” link, they are taken to the online form seen in
Figure 2.3: All requests go directly to the UDTS Coordinator, who advises the user that the
document will not be available until the stated embargo lifts. From January 2013 through
February 2018, the Coordinator also provided the following option: if the user wished,
the Coordinator would ask the author of the document if he/she/they would be willing
to communicate with the user. If the author was amenable, the Coordinator put the two
parties in contact. If the author did not agree or did not respond in a reasonable amount of
time, the Coordinator told the user to wait until the embargo lifted. This option has rarely
been exercised.

2.2.2

Current Policy

In May 2017, after conferring with the UDTS Coordinator, students in the MFA Creative
Writing department met with the Graduate Council, making their case to include an option

Chapter 2. ETD Formatting and Review Process: Dissertation and Thesis Services at
George Mason University

Figure 2.2: Image of embargoed document in Mason’s IR, MARS (Mason
Archival Repository Service;). The description explains the embargo period,
and the lock image further denotes limited access to this thesis.
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Figure 2.3: Form to request a copy of an embargoed document in MARS.
The request is sent to the UDTS Coordinator.
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to embargo their works permanently. After a great deal of deliberation over the course of
the Summer 2017, Fall 2017, and early Spring 2018 Semesters, the Graduate Council made
the final ruling in February 2018:
• New embargo policies were instituted: 2 years, 5 years, and 10 years.
• The embargoes would continue to be renewable for perpetuity.
• All students would continue to have to complete, sign, and submit the Embargo
Request Form (ERF), regardless of intent to embargo.
• Students who wish to embargo would continue to have to collect signatures from both
their committee chairs and the graduate associate deans of their colleges/schools.
• Campus-only access was introduced.
– Embargoed theses and dissertations can now be accessed on campus.
– Users can go to Fenwick Library, to the Special Collections Research Center
(SCRC; formerly Special Collections and Archives), where they could view a
specific thesis or dissertation on a specific laptop from which they could not
download, email, or print anything.
– When the UDTS Coordinator receives a request for an embargoed document (see
Figure 3), the user is advised of the following options:
* The user can visit SCRC and view the embargoed document there.
* The Coordinator can see if the author would be willing to speak to the user.
– Students can petition to opt out of campus-only access.
* On the revised Embargo Request Form; Figure 2.4 (see Error! Reference
source not found.), the student must check the box next to the following
text: “I request that George Mason University prohibit on-campus viewing
for the duration of the embargo.”
* At the time of Final Submission, the student submits the completed, signed
ERF to the UDTS Coordinator, along with a detailed letter of rationale explaining why the document should not be accessible in any way throughout
the duration of the embargo.
* The UDTS Coordinator forwards the ERF and letter of rationale to the Associate Provost for Graduate Education, who is responsible for approving or
denying the student’s request. The decision is final and cannot be appealed.
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Figure 2.4: Current GMU Embargo Request Form.
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Figure 2.5: GMU Theses and Dissertations Per Calendar Year. This figure
shows the number of theses and dissertations submitted to UDTS per
calendar year from 2002 through 2021.

2.3
2.3.1

Current Status
Numbers

As seen in Figure 2.5, the number of theses and dissertations submitted between 2002 and
2013 rose significantly: 319 documents were received in 2002; 440 were received in 2013.
The number of submissions leveled out over the next few years, averaging in the low to
mid 400s.
Final submissions experienced a noticeable downturn in 2021: only 368 total theses
and dissertations were submitted. The drop is most likely due to the COVID-19 epidemic
and the challenges it presented.

2.3.2

The Place of UDTS in the University

As of September 2022, UDTS is still under the umbrella of University Libraries. However,
this department is no longer a part of Special Collections and Archives (now SCRC). From
October 2014 through October 2018, UDTS was part of the Mason Publishing Group (MPG);
beginning in October 2018 and continuing through the present (September 2022), UDTS is
housed in Digital Programs and Services.
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Figure 2.6 outlines the role and duties of UDTS; further details are provided below.
The UDTS department consists of one employee: the UDTS Coordinator. While
the Coordinator was able to hire graduate assistants from 2011 – 2014, the budget has not
allowed for additional members of the department (full-time or part-time) or graduate
assistants since May 2014.
As always, the UDTS Coordinator does not perform the following tasks:
• Reviewing content.
• Checking references.
• Confirming adherence to citation guides (e.g., APA, MLA, IEEE, etc.).
• Checking for plagiarism.
Again: committees, departments, colleges, schools, etc. are responsible for the aforementioned duties.
The duties of the UDTS Coordinator are as follows:
• Maintain and update website (thesis.gmu.edu).
• Maintain University Formatting Guidelines, updating as necessary. UDTS updated
the University Formatting Guidelines (https://library.gmu.edu/udts/resources#
guidelines) in January 2022 in an effort to clarify some formatting rules and to make
the guidelines more user-friendly overall.
• Provide LaTeX template.
• Provide and maintain Word template.
– In 2011, UDTS worked with the now-defunct Division of Instructional Technology to build the Interactive (Word) Template. It has been regularly updated since
then to improve ease of use.
– In 2022, in response to popular demand, UDTS created a “Manuscript” template.
It is a Word document, based on the original template and with the same functionality, but intended for use by students who have opted for the manuscript-style
thesis/dissertation.
• Review and approve the formatting of all theses and dissertations.
– Reviews focus strictly on formatting (adherence to correct margins; placement
of main headings on individual pages; existence and order of required pages;
placement, captioning, and listing of Tables and Figures; pagination; etc.).
– Approximately 85% of all students must go through at least 2 rounds of review
before the format is approved.
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Figure 2.6: GMU Dissertation and Thesis Services: Duties.
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• Email Final Submission procedures to all master’s and doctoral students.
• Accept and process final submissions of theses and dissertations (and all necessary
paperwork, including the Transmittal Sheet and Embargo Request Form; (see Figure
2.1 and Error! Reference source not found.) via email by the Final Submission
deadline each Spring, Summer, and Fall semester.
• Sign each student’s Transmittal Sheet (see Figure 2.1).
• Enter receipt of the Transmittal Sheet into Mason’s Banner system.
• Forward the scanned, fully signed Transmittal Sheet to the Registrar’s office.
• Confirm completion of SED by all doctoral students.
• Confirm submission of all doctoral students’ dissertations to ProQuest via the Administrator.
• Approve and deliver dissertations to ProQuest via the Administrator;
• Upload theses to MARS, along with metadata.

2.3.3

Services

In addition to the aforementioned responsibilities, UDTS also provides the following
services to Mason’s graduate students.

2.3.4

Meetings via Scheduler

Students can set up appointments through the LibCal Scheduler: https://gmu.libcal.com/
appointments?u=6908 (see Figure 2.7 and Figure 2.8). UDTS strives to offer appointments
at various times throughout the week. These meetings fulfill various purposes, but students
most commonly request meetings to ask questions and receive information about deadlines
and requirements they must fulfill, and to receive help with the Word template. Because the
UDTS Coordinator is currently on full telework, all meetings take place via Zoom, Skype,
Google Meet, Teams, and so on; the platform is left to the student’s discretion.

2.3.5

Workshops

In addition to the various workshops and presentations offered by Mason University
Libraries (https://library.gmu.edu/workshops; see Figure 2.9), UDTS provides biweekly
sessions explaining the process students must complete (see Figure 2.10), and the Word
template (see Figure 2.11 ).
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Figure 2.7: UDTS LibCal Scheduler: Landing Page.

Figure 2.8: UDTS LibCal Scheduler: Appointment Request Form.
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Figure 2.9: GMU Libraries’ Workshops and Events Calendar.
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Figure 2.10: Registration page for process session offered by UDTS at
GMU.
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Figure 2.11: Registration for the GMU Word template session by UDTS.
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Figure 2.12: UDTS’ partners within GMU. Created by Lily Compton, Iowa
State University, and used with permission.

2.3.6

Class/Group specific presentations

UDTS also provides workshops tailored to the needs of individual departments, classes,
groups, etc. These sessions are created at the behest of the specific population.

2.4

Partners

While University Dissertation and Thesis Services is a one-person, standalone department
within University Libraries, the duties of the office require interaction, coordination, and
cooperation with various other departments, entities, and persons within Mason’s system
(see Figure 2.12 ).

2.4.1

Registrar’s Office

UDTS submits completed, signed, scanned Transmittal Sheets (see Figure 2.1) to the Registrar’s office after updating the student’s record in the Banner system. The Registrar’s office
previously entered the data into Banner, but UDTS took over that step in 2018.
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Office of the Provost and the Graduate Council

The Office of the Provost and the Graduate Council function as a de facto Graduate School.
As University Libraries is a part of the Office of the Provost, UDTS frequently interacts with
their members. A primary duty shared between the Provost and UDTS involves granting
or denying approval for students to opt out of campus-only access.
The Graduate Council is an integral element in the duties and responsibilities of
UDTS, as it oversees graduate courses, certificates, concentrations, degree programs, and
policies. The Council and the Office of the Provost frequently work in tandem, as the
Council may advise the Provost regarding: the following:
• Academic policies governing graduate education
• Approval of new and revised graduate courses and programs
• Review and assessment of graduate programs
• Planning and attainment of graduate education strategic goals
• Policies and resources for graduate student support
• Program Coordinators, Graduate Program Directors, etc.

2.5

Resources

Beyond the departments and entities UDTS relies on to keep the process running smoothly,
Mason also recommends the following sources of support for our graduate students.

2.5.1

Mason Publishing Group

The Mason Publishing Group (MPG) provides support and resources to the George Mason
community for creating, curating, disseminating, and archiving scholarly, creative, and
educational works. As the Digital Repository Library is a member of this department,
maintenance of MARS falls under MPG’s repositories.
When students have questions about publishing, copyright, author’s rights, and so
on, UDTS refers them to MPG, specifically the Office of Scholarly Communication. This
division exists to help members of the Mason community make informed decisions about:
• Sharing and using copyrighted material in research, learning, teaching, and publishing
• Open Access and toll access publishing options
• Open Educational Resources
• Reputation Management (and other Digital Scholarship questions)
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Assistance with Writing and Editing

When students inquire about resources and support for writing and editing their theses
and dissertations, UDTS suggests the following options: Mason’s Writing Center and
independent contractors who are not directly affiliated with Mason.

2.5.3

Writing Center

Mason’s Writing Center offers the following services:
• Graduate and undergraduate consultants
• In-person and online appointments
• Tailored support for multilingual writers, advanced graduate student writers, and
writers with disabilities

2.5.4

Freelance Editors

UDTS maintains a list of freelance editors who are not directly affiliated with the university.
These contractors set their own fees. Any agreement made with Mason’s students is entirely
between the contractor and the client, and Mason is never involved in the interaction. The
editors offer a variety of services, ranging from simple grammar and spelling checks to
intense assistance in crafting a document’s structure. Furthermore, some contractors can
help students with University Formatting Guidelines.

2.5.5

Subject Librarians

When students need guidance involving research and reference methods and resources,
UDTS recommends contacting their Subject Librarians. They can also give guidance to
students using Zotero (https://infoguides.gmu.edu/search_help/zotero).

2.6

Sources

Catalog, George Mason University:
https://catalog.gmu.edu/policies/academic/graduate-policies/#ap-6-10-9
Graduate Council, George Mason University:
https://provost.gmu.edu/retired-grad-ed-04
Mason Publishing Group:
https://publishing.gmu.edu/about/
Scholarly Communications within Mason Publishing Group:
https://publishing.gmu.edu/communication/
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University Dissertation & Thesis Services:
https://library.gmu.edu/udts
University Formatting Guidelines:
https://library.gmu.edu/udts/resources#guidelines
University Libraries:
https://library.gmu.edu/
Writing Center, George Mason University:
https://writingcenter.gmu.edu/about-the-wc
Zotero:
https://infoguides.gmu.edu/search_help/zotero
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Chapter 3
The Iowa State University (ISU) Graduate College: ETD
Formatting and Review Process

Author: Lily Compton, Graduate Communication Programs Coordinator, Center for Communication Excellence, Graduate College

This chapter is an abbreviated overview of the ISU Electronic Thesis and Dissertation (ETD)
formatting and review process to support the USETDA 2022 plenary panel discussion “ETD
Formatting and Reviewing: Hot Topics and Questions.”
All ETDs processed for ISU are managed through the Graduate College. Currently,
ISU processes approximately 600-700 ETDs per year. These numbers do not include creative
component capstone projects. The ETD formatting and review process is completed in
ProQuest ETD Administrator. Approximately a month after graduation, the Graduate
College delivers all approved ETDs to be published in ProQuest. Following that, the same
files are delivered to the University Library to be published in the Institutional Repository
(IR).
As you peruse the ISU overview along with the other ETD formatting and reviewing
overviews, please take note of questions and comments you have for our USETDA plenary
panel and add them to this Pre-Panel Q & C Survey (Questions and Comments). Questions
or comments prior to the panel discussion will assist in making this a more useful event.
This Q & C Survey link is also available at the beginning of all formatting and review
Overviews, but please collect all of your questions and comments for all overviews you
peruse before responding to this survey. Thanks for your assistance.

3.1

A Brief History

The University Library began to digitize hard copies of theses and dissertations in (Insert
YEAR). The earliest piece of student work found in the repository is 1910. The switch from
hard copy submissions to digital submissions began in (Insert YEAR). Since 2014, ISU has
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Figure 3.1: ISU ETDs Processed Per Year

moved the ETD formatting and review process to ProQuest to facilitate the transition from
hard copies to electronic versions.
During the last 20 years (2002-2021), ISU has processed 600-700 ETDs annually; see
Figure 3.1. The highest number of ETDs was for the academic year Fall 2010 to Summer
2011 with 745 files, while the lowest number of ETDs was for the academic year Fall 2019 to
Summer 2020 with 468 ETDs. The drastic decline coincided with the COVID-19 pandemic
that resulted in delayed graduation for many graduate students.
The earliest copy of formatting guidelines can be traced back to 1951. Hard copies of
thesis manuals were provided to students (see Figure 3.2).
Each year, updates were made to the manual and reprinted. The Graduate College
had one reviewer that completed format reviews of each hard copy, including the measurement of page margins with a ruler. Today, the ETD formatting and review process is
completed entirely online.
In 2015, the Center for Communication Excellence (CCE) was established to provide
writing support to all graduate students and post-doctoral associates. In 2018, programming
was expanded to provide ETD support. Today, the CCE runs the Thesis/Dissertation
Writing Program that provides writing support as well as formatting assistance.
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Figure 3.3: ISU Graduate College Organizational Structure for ETD Tasks
and Responsibilities Before 2020

3.2
3.2.1

Administrative ETD Organizational Structure, ETD Review
Process, and Embargoes
Organizational Structure and Personnel

Before 2020, we had one primary reviewer who reported to the Program Director for Graduate Services and Faculty Services. The CCE trained graduate students to be consultants to
provide assistance with formatting before the submission in ProQuest. Figure 3.3 shows
the ISU Graduate College organizational structure related to ETD tasks and responsibilities. The Program Director was responsible for maintaining the formatting standards
and supervising the ETD reviewer, while the CCE Assistant Director was responsible for
communicating new and revised guidelines to the consultants and updating existing ETD
templates.
In 2020, the Graduate College restructured and moved all ETD formatting and review
under the CCE while maintaining record-keeping tasks under the Graduate Services and
Faculty Services. Figure 3.4 shows the current organizational structure. Under the new
structure, a Program Coordinator supervises both the ETD reviewer and consultants. The
Program Coordinator also maintains the guidelines and templates, plans events, supervises
consultant training, and collaborates with other units and stakeholders. Moving the entire
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ETD process under the CCE has streamlined the communication and shared information
between the consultants and reviewers. For instance, if there is a question or deviation from
our templates, the coordinator, reviewers, and consultants explore options, discuss, and
decide together as a team. Figure 3.4 also includes the list of our ETD stakeholders and
collaborators on and off campus.
We currently have one primary reviewer who approves the ETDs in ProQuest. We
have a secondary reviewer who assists during the last six weeks of each semester to ensure
that the review process has a decent turnaround time. During those weeks, the reviewers
split the reviews based on the students’ last names, i.e., A-M and N-Z. Having the secondary
reviewer also ensures that we have a backup if the primary reviewer is unable to review a
file or needs to take time off.
In addition to the reviewers, we have three to four consultants who assist students
with preliminary format checks. One of the consultants specializes in LaTeX and Overleaf,
while the others work with Microsoft Word documents.

3.2.2

ETD Review Process

The ETD review process begins after the students have finalized their revisions and received
approval from their major professors. At that time, they upload their final draft to ProQuest
and ensure that their Graduate Student Approval Form and Final Oral Exam Report have
been filed with the Graduate College (See Figure 3.5).
Once these documents have been received, a Graduate College staff checks them
and lets the reviewers know that the ETDs are ready for review. Any incorrect details from
the preliminary page, e.g., students’ university numbers, committee members’ names, etc.,
will be logged in a spreadsheet. The reviewers integrate those details into the request for
format revisions.
The reviewers retrieve the ETDs from ProQuest and proceed with the review process.
One of three template emails is sent to the students: (1) Accept, (2) Major Revisions, and
(3) Minor Revisions. A list of required revisions with relevant resources is included in the
reviewers’ responses (See Figure 3.6. as an example of template requesting major revisions.)
Students then complete the revisions and repeat the process as necessary until their ETDs
are accepted. When ETDs have been accepted, the reviewers lock the files in ProQuest. At
that point, no further changes are allowed.
Once the ETDs have been locked, a Graduate College staff completes the final part of
the Graduate Student Approval Form, and this step completes the graduation requirements.
About a month after graduation, all approved and locked ETDs are delivered to ProQuest
for publication. After that, ProQuest shares the data with the University Library, and the
ETDs are then published in the IR.
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Scope of ETD Reviews

The ETD reviewers focus on formatting guidelines as set forth by the Graduate College.
Some of the key items they focus on include the organization of chapters to match one of
the approved templates (see Templates), pagination, and consistency in overall design.
The reviewers do not review any of the content as they are considered the responsibility of the major professor and committee members. For example, the number of chapters
included in an ETD are determined and approved by the major professor and committee
members.
A good example to illustrate the scope of reviews is the References. The reviewers
monitor the placement of References depending on the type of template that has been used.
References can appear at the end of an ETD if they relate to the entire work or they can
appear after each respective chapters that have been written up as manuscripts. The choice
of citation style (e.g. APA or MLA), on the other hand, is decided by the student and the
major professor and is generally dependent on the discipline. Thus, the reviewers do not
monitor the accuracy of the References, but they will check the line spacing for individual
references and between references.
The review process takes about 15 minutes per ETD. An ETD with a request for
minor revisions generally gets completed in two iterations while one with major revisions
can take up to four iterations. Reviewers keep working on the process until all files are
cleared for the graduation semester. Students receive reminders about two weeks after the
submission deadline. If they fail to make progress or provide justification for their delay,
their graduation can be deferred to the following semester.

3.2.4

Embargo Processing

There are currently three types of embargoes:
1. Traditional embargo
2. MFA embargo
3. Graduate College hold
The traditional embargo is offered in ProQuest with the option of withholding the
content for 6 months, 1 year, or 2 years. The same duration is reflected in the institutional
digital repository. This option is typically selected by students who wish to submit parts of
their ETD as manuscripts or if they are applying for patents.
The MFA embargo offers creative writing graduate students from the Master of Fine
Arts program an extended embargo option because it usually requires extra time to publish
their works. These students can request an extended embargo of up to ten years with the
approval of their major professor. The Graduate College then extends the embargo in the
ProQuest system.
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In these first two options, the names, titles, and abstracts are released to the public,
but the contents of the ETDs are withheld.
The third type of embargo is the Graduate College Hold. This embargo is discouraged
and used in special circumstances. In this case, the students must justify why all details of
their ETDs must be withheld.
Some ETDs involve sponsored research and intellectual property research. Thus,
parts of the ETDs cannot be released to the public. In such cases, students must prepare
two versions of their ETDs: a full version to be used for the final examination and a version
that excludes proprietary information or intellectual property. A redaction statement must
accompany the sections of the ETDs that have been excluded. For more information about
these guidelines, see Availability to Public.

3.3

ETD Formatting and Review Support

The CCE offers four types of thesis/dissertation (TD) formatting support: informational seminars, formatting bootcamps, individual consultations, and walk-in clinics. CCE
staff and trained consultants work with students in group and individual settings. None
of the TD events are mandatory, but most major professors and departments refer their
students to our center to receive the orientation and support they need.

3.3.1

TD Informational Seminars

Graduate students are encouraged to attend TD informational seminars to get an overview
of the ETD requirements and the ETD review process. Before 2019, these hour-long seminars
were held in person once or twice a semester. Because there was so much information
to cover, very little time was allowed for questions and answers. Thus, in 2020, most of
the key information was converted into four on-demand videos and published as the TD
Seminar Series on the CCE’s YouTube Channel. Each semester, the CCE holds two to three
informational seminars. Students are encouraged to view the videos before attending the
seminars. By providing these on-demand videos, more time is allotted for questions and
answers during the live in-person and online sessions.
Students can attend the seminar at any time during their program of study. Ideally,
students attend the seminar during the year they graduate to receive an overview of
Graduate College requirements, required paperwork, common mistakes, and the review
process before they start preparing their ETDs. Then, they are encouraged to attend the
seminars again during the semester of graduation so that they can get clarifications and
answers.
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TD Formatting Bootcamps

The CCE holds TD formatting bootcamps two to three times per semester. These events
are usually held in a computer lab at the University Library. The presenter(s) highlight key
requirements and students review their drafts as they listen to the presentation. Common
mistakes and troubleshooting techniques are featured. The presenters then work with
individual students during the remaining time. The presenters are usually trained to deal
with Microsoft Word documents, so they usually were unable to help students troubleshoot
LaTeX/Overleaf documents. In 2021, the CCE began offering a LaTex Formatting Bootcamp
as a separate event.

3.3.3

Individual TD consultations

Graduate students can also book individual TD consultations to receive formatting help. At
the minimum, they are encouraged to make one appointment to get a preliminary format
check before submitting their ETDs to ProQuest.
During these sessions, consultants conduct a preliminary format check and identify
formatting mistakes. Consultants also demonstrate how to fix those mistakes. Students can
repeat the process as often as they want as long as the consultants have open slots.
These 30-minute sessions can be done synchronously or in person. There are plans
to pilot asynchronous format checks in Fall 2022. The CCE typically hires three consultants
per semester, with one consultant specializing in LaTeX/Overleaf.
The main TD reviewer also provides 30-minute TD formatting consultations during
the early months of each academic semester when there are fewer ETDs to review. For these
sessions, students are not required to make appointments. Instead, they check the CCE
calendar to see if there are walk-in hours.

3.3.4

Walk-in TD Clinics

These clinics offer students the opportunity to get help not only before submitting their
ETDs to ProQuest but also after receiving the reviewers’ requests for formatting revisions.
Thus, the clinics are scheduled two weeks before and after the submission deadline. During
this time, individual consultations are usually fully booked, so these clinics offer alternative
options for formatting support.
The walk-in clinics allow students to drop in during scheduled blocks and wait for
their turns to get help. The in-person clinics are held at the CCE or designated University
Library spaces. Additionally, synchronous walk-in clinics are hosted via WebEx; students
wait in the virtual lobby until the consultants bring them into the virtual consultation room.
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Figure 3.7: Dissertation Planning Tool Mapped to Graduate College
Degree Requirements

3.4

Formatting Tools

The CCE creates and provides formatting tools and resources to support students in their
formatting process. These tools and resources allow students to work independently
through their formatting process before and after their initial ETD submission in ProQuest.
These tools are maintained under the TD Writing Program.

3.4.1

Planning Tools

Two planning tools are provided, one for thesis and creative components, and the other for
dissertations. These tools are mapped to the Graduate College Degree Requirements; see
Figure 3.7. as an example.
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The goal of these planning tools is to help students plan their timelines and meet key
deadlines. Students are encouraged to plot their tentative timelines based on the Graduate
College deadlines and then discuss with their major advisors about their defense and
graduation plans.
The tools incorporate two important tasks related to the TD formatting review
process: (1) scheduling a format check before uploading to ProQuest and (2) completing the
editing process as necessary after uploading to ProQuest.
These tools also facilitates the tracking of important deadlines since some of the tasks
related to the preliminary and final oral exams require a minimum time in between the two
events.

3.4.2

Templates

The CCE provides Microsoft Templates and LaTeX/Overleaf templates.
There are two distinct types of ETD styles that are used: (1) Traditional TD Template
and (2) Journal Article TD Template. The first template allows students to format their ETDs
as a single study that is split into multiple chapters. In this template, no journal manuscripts,
published or unpublished, can be included. The second template allows students to format
their ETDs as multiple publishable chapters, published or to be submitted as manuscripts.
Before 2020, most ETDs followed one of these two styles. However, there were
numerous instances where a mix of both templates was accepted. In 2021, guidelines were
clarified, and hybrid formats are no longer accepted.
In the current templates, the Table of Contents in ETDs will clearly distinguish
between the two templates. For example, the location of the references and appendices
will differ depending on whether it is a Traditional TD Template or a Journal Article TD
Template. In the Traditional TD Template, the references and appendices are placed at the
end of the ETDs, but in the Journal Article TD Template, the references and appendices
appear with the respective chapters since each chapter is an independent manuscript.
Another distinction between the templates is the titles of the first and last chapters. In
a Journal Article TD Template, the introductory and concluding chapters must have the
word “General”, i.e. “CHAPTER 1. GENERAL INTRODUCTIONS” and “CHAPTER X.
GENERAL CONCLUSIONS” so that they can tie the independent chapters together under
a theme.
In addition to the distinguishing features in the Table of Contents, specific features are
included in the Journal Article TD Template. Specifically, these manuscript chapters must
include the following details: Author Names and Affiliations and a publishing statement,
“Modified from a manuscript to be submitted to/under review in/published in Journal
Name.” They must also include a separate abstract. If the ETDs include one published
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chapter, then the Journal Article TD Template must be used. Students are responsible for
looking into the copyright and reprint rules stated by the journals.
A variation of the Journal Article TD Template was released in October 2021 after
receiving approval from the Graduate Council. This version is used for the Journal Article
Template (single-Article Only) and the Fine Arts/Non-Traditional TD Template. Minor
changes to the original template were made to accommodate the needs of two stakeholders:
(1) departments that allowed a single-journal article thesis and (2) fine arts ETDs that may
need to include different typography and page formatting because of disciplinary needs.

3.4.3

YouTube Videos and Frequently Asked Questions (FAQs)

The CCE maintains a TD Resources playlist on its YouTube Channel to address common
questions about ETDs, e.g. selecting an embargo or choosing the appropriate template.
In addition to that playlist, the CCE also maintains a TD Playlist for Formatting
Tutorials. These videos show students how to make formatting changes in Microsoft Word
documents. The reviewers and consultants include specific links in their feedback to the
students so that they can troubleshoot on their own.
In Overleaf, troubleshooting usually requires a change in the LaTeX codes. Thus, it
is easier to address common issues through the FAQ page.
Future projects will explore the need for LaTeX/Overleaf videos and Microsoft Word
FAQs.

3.4.4

Checklists

In 2021, two checklists were created after a comprehensive review of ETD guidelines.
The first checklist is used by the ETD reviewer and the CCE TD consultants; see Figure
3.8. The second checklist is used by students who wish to review their ETD formatting
independently; see Figure 3.9.
The main difference between the two checklists is the recommended responses that
can be copied and pasted as feedback from the ETD reviewers and CCE TD consultants.
Having a standardized list of responses allow students to receive consistent feedback;
miscommunications can be reduced because students, reviewers, and consultants all use the
same technical language. This is an important consideration since individual students may
deal with more than one reviewer and/or consultant. After the reviewers and consultants
insert the standardized responses, they can follow up with specific details or customized
responses to further illustrate the formatting issues.

3.4.5

Annotated Samples

Annotated samples serve as another way of helping students pay attention to specific formatting guidelines. In these samples, callout boxes are provided to highlight the important
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Figure 3.9: Checklist used by students

details. For example, Figure 3.10 shows how students should display the preliminary
details in a Journal Article TD Template chapter.
Sometimes, annotated samples are created to showcase specific variations. Figure
3.11 shows annotated samples for different title pages while Figure 3.12 shows a closer look
at the Sample Title Page with Alternative Student Name.

3.4.6

Shared Consent Forms

Shared consent forms were added to the guidelines in 2021 because there was an increased
number of co-authored chapters included in submissions using the Journal Article TD
Template. In many disciplines, published works or journal manuscripts are authored by
two or more collaborators. This is a common practice if graduate student researchers are
part of a laboratory or sponsored research or grant. Sometimes, the research is based on
interdisciplinary collaborations not just among professors but also with students at ISU
and other institutions. Thus, guidelines were established to ensure transparency regarding
authorships for ETD purposes.
The shared consent forms are only required when two or more graduate students
from ISU co-author a manuscript that appears in more than one ETD. If two or more ETDs
contain the same manuscript as an ETD chapter, a shared consent form must be included

Chapter 3. The Iowa State University (ISU) Graduate College: ETD Formatting and
Review Process

Figure 3.10: Annotated Sample of Publishing Details

Figure 3.11: List of Annotated Samples for Different Title Pages
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as an appendix. This form is unnecessary if co-authors are not graduate students or if the
student co-authors are ISU graduate students but will unlikely include the manuscripts in
their ETDs.
There are two templates to capture the shared authorship details. The first option
requires details about the overall percentage effort of each student and their respective roles.
With this option, signatures are required by all student authors, their major professors, and
their Directors of Graduate Education. The second option requires the individual student
author to declare all the tasks and responsibilities for the specific manuscript. The list of
tasks and responsibilities are taken from the CRediT (Contributor Role Taxonomy). Only
the individual student, their major professor(s) and the Director of Graduate Education
need to sign the consent form.
During the ETD Review Process, the reviewers will request shared consent forms if
they notice more than one author is listed in a Journal Article TD chapter. The following
will be included in the feedback:
• I noticed your journal submissions have several authors. If one or more are or were
students at the time of writing the article, we need a shared consent from the costudent authors. You can download the Shared Consent Form by clicking on the
Formatting Templates above. Attach a copy as an appendix with each chapter as
necessary.
• NOTE: If your major professor and you decide that the Shared Consent Form is
unnecessary, include this decision under “Student Notes to Administrator” when you
resubmit your file, e.g. “My major professor has decided that this shared consent
form is not necessary.”
Students would then respond by either submitting their consent forms and including
a copy in their ETDs or letting the reviewers know that the consent forms are unnecessary.
If the consent forms are required, a signed copy is submitted to the Graduate College for
record-keeping, but the signatures are excluded from the ETDs.

3.5

Fees and Funding

Students pay a one-time TD fee of $145 during the semester they file for graduation. If they
should decide to defer their graduation, they will not be assessed another TD fee in the
future. The fees are used to pay for part of the salaries of the CCE’s Program Coordinator
and TD Reviewers and the stipends of CCE consultants involved in the ETD process.
Additionally, the Graduate College also uses part of the fees for the Overleaf subscription.
None of the fees are used for the ProQuest subscription that is fully funded by the University
Library.
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Notes

1. This draft has been written to provide an overview of ISU’s ETD program to the attendees of the USETDA 2022. A revised version will be provided after the conference.
2. Attendees are welcome to submit their questions regarding the contents of this chapter
or other questions about ETD Formatting and Reviewing using this Survey Link.
Created: August 29, 2022
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Chapter 4
ETD Formatting and Review Process: University of
Florida

Author: Stacy Wallace
4.1

A Brief History of ETDs at the University of Florida (UFL)

4.2

ETD Stake Holders at UFL

Figure 4.1 shows a schematic of the ETD stakeholders at the UFL.

4.2.1

Partners

• Graduate School Editorial Office
• Application Support Center (ASC) Committee
• Graduate Staff and Graduate Coordinators
• Students
ETD Partnerships are distributed as illustrated in Figure 4.2

4.2.2

Application Support Center (ASC) (Additional Information)
ASC is a part of the UF Computing Help Desk
Also offers online tutorials for 24-hour access
One-on-one consultation (now by appointment only) 1

1 Due to COVID-19, appointments are done only through Zoom. No walk-ins are being accepted at our
physical location. The Editorial Office of the Graduate School sees students in person should the need arise.
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Figure 4.1: ETD Stake Holders the University of Florida
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Figure 4.2: ETD Partnerships and Responsibilities
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4.2.3

Collaborators

• ProQuest (although we do not use their review portal)
• NSF (Survey of Earned Doctorates)
• UFL Libraries (Publication within the IR, Embargoes, Copyright/Fair Use)
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Chapter 5
The University of Utah (U of U) Graduate School: ETD
Formatting and Review Process

Author: Ericka Findley, Manuscript Editor, Thesis Office, Graduate School

This chapter is an abbreviated overview of the ISU Electronic Thesis and Dissertation (ETD)
formatting and review process to support the USETDA 2022 plenary panel discussion “ETD
Formatting and Reviewing: Hot Topics and Questions.”
All ETDs processed for U of U are managed through the Graduate School. Currently,
U of U processes approximately 800-1000 ETDs per year. These numbers do not include
creative component capstone projects. The ETD formatting and review process is completed
in initially through our OnBase repository before being finalized in ProQuest ETD Administrator. The Thesis Office Manager is responsible for delivery and publication of manuscripts
in ProQuest. If students grant permission, those files are concurrently delivered to the
University Library to be published in USpace, our institutional digital repository.
As you peruse the U of U overview along with the other ETD formatting and reviewing overviews, please take note of questions and comments you have for our USETDA
plenary panel and add them to this Pre-Panel Q & C Survey (Questions and Comments).
Questions or comments prior to the panel discussion will assist in making this a more useful
event. This Q & C Survey link is also available at the beginning of all formatting and review
Overviews, but please collect all of your questions and comments for all overviews you
peruse before responding to this survey. Thanks for your assistance.

5.1

A Brief History

The Marriott Library has digitized a large majority of our bound copies of manuscripts.
Our earliest digitized manuscript is from 1903. We have digital copies available in our
institutional repository of over 3000 manuscripts predating our shift to natively digital
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documents. The U of U began requiring digital final copies of manuscripts to be uploaded
for publication in ProQuest in 2010.
However, the editing process was completed on paper until 2020 when the COVID19 pandemic forced changes in processes. Up until this point, the University’s Thesis Office
completed an exhaustive proofreading and format check. Since, the entire process has been
revamped to focus specifically on formatting. The paper copies for the revision process
have also been eliminated. With the latest version of our Handbook, we are now embarking
on a soft rollout of additional institutional requirements for manuscript accessibility.

5.2
5.2.1

Administrative ETD Organizational
Structure and ETD Process
Organizational Structure

The University of Utah has a five-person team working in the Thesis Office, a division
within the university’s Graduate School. The Thesis Office Manager is a full-time employee
answering directly to the Dean of the Graduate School. The Thesis Office Manager is
responsible for clearing all manuscripts for publication. We require that all manuscripts be
published in ProQuest and offer an optional additional publication in our school’s digital
repository in our library, USpace. The Thesis Office Manager reviews manuscripts once
they are cleared by an editor and uploaded to ProQuest, determining that the uploaded
copy meets requirements. From there, they will manually publish the manuscripts after
all documents for a semester are prepared. They are also responsible for issuing a “thesis
release” in each student’s profile to notify the Registrar that they have finished the process
and are thus cleared for graduation as far as the Thesis Office is concerned.
Another primary duty of the Thesis Office Manager is reviewing and managing
embargoes as necessary. We allow for students to request embargoes in ProQuest which
are then subject to the Thesis Office Manager’s approval. Students wishing to publish in
USpace can also request the necessary embargo from them when filling out the Graduate
Information Form. This is a form sent to the student once their editor has cleared them to
upload to ProQuest. It is a digital form located in our OnBase system; the form is thus filed
in this system after it is filled out. A blank form can be seen in Figure 5.1 .
The Thesis Office Manager will grant embargo requests for up to two years upon
request. Students are entitled to ask for an additional year (for a total of three years) subject
to the discretion of the Thesis Office Manager. Any requests beyond that are escalated to the
Dean of the Graduate School who consults the matter with the Graduate Council. Because
many of our manuscripts come to us from fields in the hard sciences, we maintain that it is
a priority for this information to be made available to the public.
In addition to the Thesis Office Manager, the U of U Thesis Office employs three fulltime Manuscript Editors. These editors review student submissions to our OnBase system.
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Figure 5.1: University of Utah Graduate Information Form.
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Figure 5.2: University of Utah ETD Organizational Structure.

The editors also handle additional job duties like performing outreach, providing student
assistance, and managing tutorials. A part-time Assistant Manuscript Editor primarily
handles preliminary reviews to pre-defense drafts of manuscripts. Figure 5.2 provides an
overview of our employee model and where we fit within the university.

5.2.2

Review Process

We strongly encourage students to submit their manuscript for a preliminary review prior
to their defense. This can be done at any point in the process. Students do not need to
provide us with an entire manuscript in order to benefit from a preliminary review. We
accept as little as one chapter. For a preliminary review, the editor provides basic feedback
about the manuscript’s formatting. This allows us to identify major issues in advance of
a full submission. This way, students will likely (and hopefully) require fewer rounds of
revisions for the full submission. The goal is to be able to get more submissions at the end
of the semester processed for graduation.
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At the moment, the University of Utah does not have any hard deadlines for student
submissions. Instead, we offer “target dates” to the students, firm suggestions of how
they should schedule their final semester. To the best of our ability, we will process any
submissions sent into us by the target date for a semester. Upon availability, we will
continue to process manuscripts received after the target date until the Graduation Office
begins conferring degrees. Our target date for final submissions is currently set for the week
of finals, though this is being reviewed. Students submitting on or before the target date
may still be ineligible for graduation within that semester if the manuscript is in need of
major revisions or if the student fails to resubmit to their editor in a timely fashion.
After a student’s committee has approved their manuscript’s content and formatting
post-defense, the student submits for a full review. They fill out a form in our OnBase
system that asks them for their student ID, degree information, committee information,
and style guide choice. We permit students to use veritably any style guide. We also allow
students to format according to the author guidelines for a journal of their choice. Students
attach a PDF of their manuscript to this form and it enters our queue.
We have several queues that allow us to keep track of all manuscripts until they are
granted approval and have filled out the Graduate Information Form. Preliminary reviews
go into their own queue to be selected by the first available editor. Full reviews first go into
a queue awaiting digital signatures from their committee members. An email is sent out
to all committee members to request these signatures once the manuscript is submitted.
We require only a majority of signatures here to indicate that they are satisfied with the
manuscript that has been provided to the Thesis Office. After we receive signatures from the
majority of the committee, the manuscript moves to a new queue to await signatures from
the committee chair and department chair. Upon being routed to the new queue, emails are
sent to these two individuals. The manuscript stays in this queue until both signatures are
received. It then moves to the pending queue, ready for the next available editor to select
the manuscript. Once selected by an editor, it moves to an in-progress queue specific to that
editor. Editors review, send back, and get resubmissions all from these individual queues.
Once an editor provides format approval, they make this selection and the submission goes
to a final queue until the Graduate Information Form is successfully completed.
When an available editor selects a manuscript, they download their PDF and begin
the review. Manuscript Editors begin with making sure the department and degree names
are correct, as well as the committee names listed on the approval page. Manuscripts are
reviewed for formatting only, not content or minor grammar. We are quite strict with
maintaining consistency in the citations, especially in regard to capitalization. We also
make sure all figures and tables are mentioned in the text and that they appear in proper
numerical order and adhere to our strict guides for placement.
With each submission the editor returns a Correction Sheet that allows the editor
to check off common errors observed in the manuscript as well as provide typed notes.
The bulk of the corrections, however, are handwritten on the PDF using either an iPad or
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Figure 5.3: University of Utah Editor Queue in OnBase.

on a Microsoft Surface, depending on the editor’s preference. This allows us to indicate
page-by-page what changes need to be made.
Once the Corrections Sheet is filled out, it is sent back along with the marked-up PDF
in the editor’s individual queue. The submission stays in the queue until format approval
is given. See Figure 5.3 for an example of an editor queue along with the different queues
available. When the student resubmits, they indicate the submission is a resubmission and
select their editor. This moves the submission back to the top of the editor’s queue (they
are also emailed to make sure they are aware of the resubmission). The editor downloads
the resubmission and continues this process until they no longer request changes. We do
not limit the number of resubmissions a student may have. We continue checking their
manuscript until they get it up to our standards. An editor may spend 1-2 hours reviewing
each submission.
If a student’s submission requires major revisions, the editor may make fewer detailed comments on the submission, focusing mainly on the larger issues at hand. The
student will be referred to our Handbook and resources like our templates and tutorials.
This is considered a format review; this also precludes the submission from being considered submitted on-time. The editor indicates this in OnBase and an email is sent to
the Committee Chair and Department Chair to let them know the submission contained
major errors and will not be considered on-time until a new submission with fewer errors is
received. See Figure 5.4 for a visual of our workflow.
Copyright and Coauthor Concerns
Because the University of Utah deals so heavily in the hard sciences, many of our manuscripts
contain copywritten and/or coauthored material. Copyrighted material should be identified in the text, usually by a copyright statement required by the publisher. If the student
has elected to reformat the published text to match the university guidelines, this copyright
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Figure 5.4: [University of Utah ETD Workflow.]University of Utah ETD
Workflow.
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Figure 5.5: University of Utah Coauthor Identification Form.

statement is often attached as a footnote to the chapter’s title. If the student wishes to
insert pages from the publication directly into the manuscript, the student can create a title
page for the chapter with the copyright statement below the chapter title. Students taking
this approach must resize the content so that it appears within our allotted margins. Page
numbers continuous with the rest of the document must also be placed on these pages.
Students using copywritten material must provide their editor with proof that the
publisher allows them to reprint (or adapt, if that is the case). We accept this in the form of
an email from the publisher, permission directly from Copyright Clearance, or through a
screenshot from their publication agreement. We do ask that they explore all agreements
to determine if the publisher requires specific language to be used when providing them
credit. We file this evidence in OnBase.
Because much of this material is also coauthored, we also require that the student
get signed consent from each of their coauthors to include their work in the manuscript.
In addition to providing proper attribution to coauthors in the text (even if unpublished),
students are required to fill out a Coauthor Identification Form for each coauthored piece.
This digital form collects the information for each of the coauthors (name and email), the
title of the piece, and the student information (see Figure 5.5 ). This sends an email to each
coauthor asking them to provide us with their signature (Figure 5.6 ). The Manuscript
Editor verifies that signatures are received from each coauthor.
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Figure 5.6: University of Utah Coauthor Release Form.
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5.3
5.3.1

ETD Review Support
Workshops

One of our Manuscript Editors teaches several workshops per semester. This is an hourlong session in which the editor goes over the submission process and basic formatting
guidelines, as well as where to locate resources. These workshops are offered online only.
The Marriott Library also offers a writing bootcamp several times a semester geared toward
the writing process. An editor from the Thesis Office is always a guest once during each
bootcamp offering a somewhat downscaled version of the full workshop.

5.3.2

Outreach

A manuscript editor offers in-person presentations to each department on campus each
semester. The content presented is much like the workshops, but is often geared more
towards some of the specific concerns of each department. Some departments directly
request these workshops. Other times, based on the quality of the manuscripts observed
from the department in previous semesters, the editor will directly request a session with
upcoming graduates. Faculty may also be attendance.

5.3.3

Office Hours and Other One-on-One Options

Every Wednesday, an editor is available for in-person drop-in office hours. Students are
encouraged to come by to ask questions specific to their manuscript formatting. We also
offer the ability for students to sign up for a 30-minute Zoom consultation with an editor
from our website using the Calendly scheduling app. Students are also encouraged to
work directly with their individual editors once they have begun the submission process.
Editors frequently have one-on-one sessions with their students as necessary (in-person or
via Zoom).

5.4
5.4.1

Formatting Tools
Handbook

The University of Utah is doing a soft rollout of a new version of the Handbook for Fall
2022. This Handbook explains the formatting requirements for the manuscripts processed
by the Thesis Office. The Handbook contains visual examples and is formatted consistently
with our own expectations. This offers students the ability to see the requirements in use.
Figure 5.7 shows some example pages from the Handbook.
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Figure 5.7: University of Utah Handbook Excerpts.
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5.4.2

Templates

The University of Utah currently has Microsoft Word and LaTeX templates available for
download. The Word template is set up in our desired format. Using the Notes feature, we
have explanatory text to guide students to using some of the functions of Word they may
not be familiar with using (such as the Styles menu). We are in the process of a soft rollout
of a new version of the template that restricts some of the student options and guides them
into setting up some basic accessibility functions. The Thesis Office comfortably offers full
support in using this template and Word in general through the resources described in
Section 5.3.
Our current LaTeX template was created in 2016 by a contracted professor. Several
of the formatting requirements in our Handbook are not properly incorporated in this
template. At the moment, we have a different set of standards that we apply to LaTeX
manuscripts as we are cognizant of these differences. We have contracted another faculty
member to create an updated version which should be rolling out shortly. We do our best to
offer support for LaTeX-created manuscripts, with faculty in the Mathematics Department
sometimes assisting us in assisting our students. Though one of the Manuscript Editors is
actively learning to code using LaTeX, we have found that it can often be a challenge for us
to troubleshoot the issues we encounter. This is one of our greatest areas of weakness.

5.4.3

YouTube Videos and Visual Guides

The Thesis Office has a dedicated YouTube channel. Our videos walk students through
submitting the necessary forms to our office, the basics of our Handbook, and the processes
of our office. We are in the process of expanding it to demonstrate how to navigate some of
the Microsoft Word functions as well as setting up accessibility requirements in Word and
Acrobat.
We have a few visual examples not included in our Handbook available on our
website. This is also being expanded to include guides for accessibility requirements. An
example can be seen in Figure 5.8 .

5.4.4

Other Resources

Every student at the University of Utah is provided with a free subscription to Grammarly.
While we do not proofread entire manuscripts, we do proofread abstracts. If we note major
issues in the abstract or encounter them when skimming the rest of the manuscript, we will
suggest the student run their manuscript through the software to catch grammar issues we
otherwise would not.
The University of Utah also has a dedicated Graduate section of the Writing Center
that is available to help graduate students with the written component of their manuscripts.
They do not specialize in assisting students with formatting, though they are competent in
Microsoft Word.
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Figure 5.8: University of Utah Visual Guide Example.
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Chapter 6
Using LATEX and Overleaf in an ETD program

Author: Lee Spence, Overleaf Product Specialist and LaTeX Support

6.1

A brief introduction to LATEX and Overleaf

LATEX (pronounced "LAY-tek" or "LAH-tek") is a tool for typesetting professional-looking
documents. However, LaTeX’s mode of operation is quite different from many other
document-production applications you may have used, such as Microsoft Word or LibreOffice Writer: those “What You See Is What You Get" (WYSIWYG) tools provide users with an
interactive page into which they type and edit their text and apply various forms of styling.
LaTeX works very differently: instead, your document is a plain text file interspersed with
LaTeX commands used to express the desired (typeset) results. To produce a visible, typeset
document, your LaTeX file is processed by a piece of software called a TeX engine which
uses the commands embedded in your text file to guide and control the typesetting process,
converting the LaTeX commands and document text into a professionally typeset PDF file.
This means you only need to focus on the content of your document and the computer, via
LaTeX commands and the TeX engine, will take care of the visual appearance (formatting).
LaTeX is a free and open source project and can be obtained at https://www.latex-project.
org/get/. Those who do not want to download and maintain a local installation of LaTeX
can use a tool called Overleaf. Overleaf is a cloud-based, collaborative tool that allows you
to create and edit LaTeX documents completely within your computer’s browser, allowing anyone to create a LaTeX document without the overhead of having to install LaTeX.
Overleaf provides various tools and integration that can enhance the writing and revision
process, such as collaborative editing, tracked changes, and reference manager integration.
As Overleaf uses a standard LaTeX distribution, any document produced on Overleaf can
also be compiled locally, if desired.
There are several resources a LaTeX beginner can use to learn more about LaTeX and
Overleaf:
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• Learn LaTeX in 30 minutes
• Overleaf’s live and pre-recorded webinars
• https://www.learnlatex.org/

6.2

Using LaTeX and Overleaf to write an ETD

Using LaTeX to produce a document, including the production of an electronic thesis or
dissertation, provides several benefits:
• support for typesetting extremely complex mathematics, tables, and technical content
• facilities for footnotes, cross-referencing, and management of bibliographies
• ease of producing complicated, or tedious, document elements such as indexes,
glossaries, table of contents, and lists of tables and figures
The Overleaf editor offers several additional benefits that can improve students’
writing processes and streamline the thesis review process. After an ETD program creates
an official LaTeX template that meets the university’s formatting requirements, the template
can be submitted to the Overleaf Gallery and the link to the template can be distributed.
When students are ready to begin writing, they can simply navigate to the template in
the gallery and create a project based on it, eliminating the effort required by students or
university staff to troubleshoot a local LaTeX installation.
Overleaf’s capacity to enhance collaboration is one of its primary features. Because
the student’s thesis is stored in the cloud, the student’s supervisors can always access the
most recent version of the thesis and provide feedback at any time. Using the comments
feature, the supervisor can easily provide feedback directly within the Overleaf editor.
The editor also has a real-time tracked changes feature that visually shows additions and
deletions in the text, which can then be rejected or accepted.
LaTeX includes powerful tools for automatically formatting documents and creating
citations and bibliographies. Students who use reference databases such as ProQuest or
Google Scholar can export their bibliographic data as.bib files, which LaTeX can then
process. Furthermore, Overleaf integrates directly with the reference management tools
Mendeley and Zotero, which simplifies the process even further.
Many students need to keep backups and use version control when writing an ETD.
To help manage this, Overleaf integrates with Git, GitHub, and Dropbox. Overleaf’s history
feature may also be used to audit project changes, label specific versions of the project, and
download a version of the project from a particular date and time.

Chapter 6. Using LATEX and Overleaf in an ETD program

Figure 6.1: An example of an official thesis template that has been uploaded
to the Overleaf Gallery.
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LaTeX accessibility issues

The production of accessible PDFs produced with LaTeX is an active area of research and
development among LaTeX experts. The following articles provide an overview of creating
accessible PDFs with LaTeX.
• An introduction to tagged PDF files: internals and the challenges of accessibility
• Creating accessible PDFs with LATEX
• PDF accessibility and PDF standards
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